
CITY
FINAL PLATS

Applicant/Agent submits
application

Counter Planner initiates Permits
Plus and routes application

Front desk prepares folder

other agencies
review application

& submit reports

Project Planner reviews and  
prepares Director letter

Dev Review Manager
reviews & signs letter within 30

days

Applicant makes corrections,
provides additional information 

including sureties

Counter Planner routes to others

other agencies
review & submit

reports

Project Planner reviews plat, 
sureties, ownership against 

Director letter and sends cash
contributions to 

Public Works and Parks

Law prepares 
subdivision agreement &

sends to applicant;
checks sureties 

& ownership

Applicant signs agreement
and returns to Law

Final Plat approved by Dev Review
Manager for Planning Director

(14 day wait to file/appeal period
begins)

Law Dept. prepares
Executive Order to accept

subdivision agreement and
sureties and notifies Project

Planner

Public Works
prepares copies of

plat; distributes
copies to others for

their records

Project Planner
prepares approval letter
 & updates Permits Plus

Mayor signs Executive Order
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City Clerk submits copy of
Executive Order to Planning

escrow security
agreements are

filed in City Clerk’s
office

Admin Officer sends approval
letter to City Council

C.D. and Letter of
Credit are filed in

the City
Treasurer’s office

Project Planner
files final plat & agreement in

Register of Deeds
after 14 day appeal period.

(Attach note indicating address to
which agreement is to be mailed

by the Register of Deeds

NOBEL Administrator enters surety
dates into NOBEL

Project Planner
distributes copies of final

approved plat to other agencies
and checks NOBEL info

Intern
removes duplicate copies,

emails Front Desk
to update street name directory

and files folder

Front Desk updates street
name directory
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